Patient Data Transfer to Health Care Finance and Policy

To transfer data you must first download a copy of the Secure Encryption and Decryption
System (SENDS) from the DHCFP web site. When installing this program, you must have
administrator permission on the computer or have a computer support person do it for you.
There is a separate installation guide for installing the SENDS program. You’ll also need to call
the Division’s helpdesk for a password before the SENDS installation program can be run.

You must process ALL patient data files with the SENDS program before signing on to the
Internet and sending DHCFP your file.

Follow these steps to use SENDS and the Internet to transfer files to and from the Division.
Before starting — 1 time only:
1. Register with the Division and receive a User ID and password. Local administrators can
fill in forms on the Internet site and the Division will email the initial password when the
account is activated.

2. Download SENDS and install on any computers that will be used for encrypting or
decrypting files. It is not necessary on any other computers.
On your own system:
3. Create the file to submit from your in-house system that meets the requirements
established by the Division.
Using the Division’s Send Software:
4. Use SENDS to compress, encrypt and name the submission file created in the previous
step.
Using your Internet Browser:
5. Login to www.mass.gov/dhcfpinet web site and select the “Upload Files To DHCFP/
Download Files From DHCFP”” menu option.

6. On the “File Transfer Menu” select the “Upload Files To DHCFP” option.
7. Fill in the “Transmit Files To DHCFP” screen.

8. Press the Submit to DHCFP button.

9. For certain submission types, a transmittal form may appear to be filled in.

10. If all fields have been entered correctly, the file will begin transferring. If some field
contains an error, an error message will be displayed and you must correct it and try the
Submit button again.

11. When the transfer is complete, you can check the “View Previous Submissions” menu
option to confirm the file as received.

12. Within one to two business days you can login and check the “Download Files From
DHCFP” option. This is the area that you will find reports about the submissions.
Reports may be downloaded as many times as necessary.

Back again... Using the Division’s SENDS Software:

13. Logoff from the web site and if you downloaded a report, use SENDS to decrypt it. The

majority of reports have been created in a PDF format for easy viewing and printing.
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Once the SENDS program is installed, go to the Program List and select the SENDS v1 group
item. This will launch the program and bring up the following main screen.

SENDS

Secure Encryption and Decryption System
* Encrypt a Submission
" Decrypt a Report

Organization Mame | EERGEREIREGETS= o=l CIERV W EELESENIE »|  Ogld 131

. Uhass Memoral Medical Center - UMass Camplk
Submission Type |cjingqy, Hospital
Marlborough Hospital
hlarlborough Hospital

[~
Source File | Browse |

Reporting Date |12H‘r F2003 j current date +- 30 days

Target File Location | Browse |
|

Test File [

Encrypt Goto INET Exit ‘

Select organization.

When the program opens, the default is to Encrypt a file for transmission. To Decrypt a report
that was downloaded from the Division, select Decrypt and follow the same instructions.

If you are reporting for more than one facility, select the facility name from the drop down list.
At the bottom of the screen is a user information line that will tell you what is expected in each
field as you move around the screen. In the screen above, it tells you to select organization. This

will assist you in tracking the cursor location and hints about each field.

The information you enter into SENDS will be used to create the encrypted file’s name.
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SENDS

Secure Encryption and Decryption System

* Encrypt a Submission
" Decrypt a Report %

Organization MName |UMass Mermorial Medical Center - Uhass Carrj Orgld: 131

= f it I o s pital UCE Claims - LBY2 Forma j
Hospital UCE Claims - UB92 Format

Emergency Department Outpatient Discharges

Hospital Inpatient Discharge Data

Hospital Outpatient Observation Data

Hospital 403 - Acute Cost Heport

Hospital 403 - MNon Acute Cost Report

Other files

Target File Location | Browse

Source File

Reporting Date

Test File [

Encrypt Goto INET Euxit ‘

Select submizsion type.

Drop down the list of Submission Types and select the submission file type. The “Other files”
should only be used to send the Division a miscellaneous/random file. All standard file
submissions are listed in the drop down. If you do not see the submission type or are unsure, call
the Division’s helpdesk and report the problem.

The “Other files” selection is designed for data providers and DHCFP to have a simple way to
transfer files that may be too big for email attachments or require a higher level of security.
There has been a need for this ad-hoc capability, but it should not be used for submitting files
mandated by regulation. Call the helpdesk if the submission type is not clear or listed.
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SENDS

Secure Encryption and Decryption System

« Encrypt a Submission [
" Decrypt a Report

Organization Narme |UMass Mernorial Medical Center - UMass Carrj Orgld: 131

Submission Type |H|:|5pital LICP Claims - UB92 Farmat

-
|
source File || Browse |

Reporting Date |12I='-1 F2003 j current date +- 30 days

Target File Location | Browse |
|

Test File [

Encrypt Goto INET Exit ‘

Uze thiz option to encrypt a file before sending it to INET.

In the “Source File” field you can either type the FULL submission file path and name, or select
the Browse button and navigate to the folder and file. Using the Browse button will set the
“Source File Location” as a default location. By setting the default location, on subsequent
SENDS sessions, the Browse button will look here first. You can always type the full path and
name in the Source File field or reset the Source File Location default by using the Browse
button again.

The Reporting Date area will change depending on the submission type selected. For UCP the
date entered is used for tracking the submission.
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This screen displays the pop-up window that will open when you select the Browse button. It
uses the standard windows navigation functions to move between drives and folders. When you
locate the file you intend to submit, either double click the file name or select the file name (click

Drop this down to move quickly
between folders and drives

Click here to move
up one folder level

UCPClaims. bt

|8l fles 7]
[ Open as read-only

once on it) and click the Open button.

= Do |
=l

Cancel

This will populate the Source File and Source file Location fields on the SEND screen.

Be sure you select the file that corresponds with the Submission Type you selected.
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SENDS

Secure Encryption and Decryption System
= Encrypt a Submission
" Decrypt a Report

Organization Mame |UMaSS remaorial Medical Center - Uklass Carrj Orgld: 131

Submission Type |Emergenc:3,r Department Cutpatient Discharges

=l
Source File || | Browse |

Reporting Period Year 2003 -

Reporting Period |C.‘!1 =** October - December j

Target File Location | Browse

Test File [

Encrypt Zoto IMNET Exit |

Enter or browse a source file, example MyFile dat

This screen shows the Reporting Period for Emergency Department submissions. This area
changes based on the Submission Type selected. The Reporting Period shows both the quarter
number and the dates covered in this quarter. If this is incorrect, call the helpdesk and report the
discrepancy.

SENDS

Secure Encryption and Decryption System
+ Encrypta Submission
" Decrypta Report

Organization Mame |UMass Mermorial Medical Center - Ukass Car‘rj Orgld: 131

EILGTESTL R R H o= pital 405 - Acute Cost REeport j

Source File | Browse |
Reporting Period Y¥ear 20035 - %
Target File Location Browse |

|
|
Test File [

Encrypt Soto INET Exit |

This screen shows the 403 Cost Report Reporting Period. Since this is an annual report, the year
is all that needs to be entered. The various submission types do not apply to all data providers
and will not be displayed.

7 of 26
Version 1



SENDS

Secure Encryption and Decryption System

* Encrypt a Submission
" Decrypt a Report

Organization Narme |UMass Mernorial Medical Center - UMass Carrj Orgld: 131

Submission Type

Reporting Date |12f9 F2003 j current date +- 30 days

[~
Source File | Browse |
%

Target File Location | Browse

Test File [

Encrypt Goto INET Exit ‘

For UCP Claims and Other Files we suggest entering the current date to facilitate finding the file.
It is only used to name the compressed and encrypted file. When referencing the file, it is easier

to remember the day you sent it. If the date is greater than 30 days on either side of today’s date,
it will not be accepted.

You can drop down the calendar to select the date.
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SENDS

Secure Encryption and Decryption System

“ Encrypt a Submission
" Decrypt a Report

Oryanization Name |UMass Mermaorial Medical Center - UMass Carrj Orgld: 131

Submission Type |H|:|spital LUCP Claims - UBS2 Format j

Source File |LJCF'CIaims.t}{t Browse |

Reporting Date |12M #2003 j current date +- 30 days

Target File Location || Browse |
Enter target Folder

Test File [

Encrypt ‘ QotoINET‘ Exit ‘

Enter or browwse atarget folder, example cEncryptedFilest

Entering the Target File Location works like the Source File except it is a folder rather than the
file. You can type the full path name, or use the Browse button like before. Again, using the
Browse button will set the default value for future uses.

Select drive Creste nesw folder

=c ______EI§ Crests
Select folder

[ [} LR Claims tx

My Dowenloads

& HCF Upload Files

In order to select a folder, double click the folder.

Folder selected %
CHbdy Doy nloads\HCF Upload Files

(]2 Cancel |

This is the Browse screen. Navigate to the folder that you want to place the encrypted file in or
create a new folder to store you encrypted files. The next diagram will show you how to create a
new folder from here.
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Select drive Create nevy folder

| = Iy ﬂ |Enu:ryptedFiIes|

Cresate
Select folder \

I (o UCPClaims it ~|

My Doswenloads
HCF Uipload Files Enter the new folder name here

In arder to select a folder, doukle click the folder.

Folder selected
Cbdy Dowwnloads'HCF Upload Files

[9]34 Cancel

Navigate to the location that you want to create the new folder in and type the new folder name
in the Create new folder field. Then click the Create button. It’s that simple. See the new folder
in the diagram below.

Select drive Creste nesy folder

| =i ﬂ |En|:ryptedFiIes| Create
Select folder

== [

My Downloads
HCF Upload Files

- & EncryptedFiles

R

Im order to zelect a folder, double click the folder.

Folder zelected
C:y Dowenloads'HCF Upload Files'EncryptedFiles

[0]34 Cancel

This shows the newly created folder and it has been selected (highlighted). Press the OK button
to return to the SENDS main screen and this information will populate the appropriate fields. If
you want to return to the SENDS main screen and not populate any fields, select the Cancel
button.

If the folder already exists, just select it and press the OK button.

10 of 26
Version 1



SENDS

Secure Encryption and Decryption System

* Encrypt a Submission
" Decrypt a Report

Organization Narme |UMass Mernorial Medical Center - UMass Carrj Orgld: 131

Submission Type |H|:|5pital LICP Claims - UB92 Farmat j

source File |UCPCIaims.t}{t Browse |

Reporting Date |12I='-1 F2003 j current date +- 30 days

b

Target File Location |C:Hh-'13,f Downloads\HCF Upload Files\EncryptedFiles

Test File [

Encrypt ‘ Goto INET Exit

This shows the completed SENDS screen. The only other thing is if this is a TEST file (one that
will not be added to the DHCFP database) that you are creating to verify the transmission is
working but the file will not be processed by DHCFP, check the Test File box. This is only used
when checking for problems.

Do not check the Test File box unless you call the DHCFP helpdesk and request to send a test
submission or the helpdesk calls you requesting a test submission.
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SENDS

Secure Encryption and Decryption System

« Encrypta Submission
" Decrypt a Report

Organization Name |UMass hemorial Medical Center - Uhass Carrj Orgld: 131

Submission Type |H|:|spital UCP Claims - UB52 Format j

Source File |LJCF'CIaims.t}{t Browse |

Reporting Date  [12/4 /2003 v| current date +- 30 days

Target File Location |C:Hh-'13,f Downloads\HCF Upload Files\EncryptedFiles

Test File [

Eﬂcrﬁgt ‘ Goto INET Exit

Click the Encrypt button to encrypt the UCPClaims txt file.

Selecting the Encrypt button will validate all fields and begin the file encryption if everything is
correct. If there are any errors, it will notify you to fix them and try again. Notice the
information line gives you hints\prompts for the field or button.

Processing... This screen will display while the file is being compress,
then encrypted, and finally written to the Target File

Location.
please wait, f.can take a feve minutes

The boxes below show how the new file name is derived.

Version

- The submission File
kY -

UCP-UB9Z_131_2003_1204_1.enc

/l’xas been u:r%ated. Thekfx'\leis niowy ready ba be uploaded to the Division through the DHCFP IMET web page.

—~— Ora ID -
Submission Reporting

Type Period

When the encryption process is complete, this screen will display the new file name that has
been placed in the Target File Location folder. This is the file to transfer to DHCFP!
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SENDS

Secure Encryption and Decryption System

* Encrypt a Submission
" Decrypt a Report

Organization Narme |UMass Mernorial Medical Center - UMass Carrj Orgld: 131

Submission Type |H|:|5pital LICP Claims - UB92 Farmat

[~
|
Source File |UCPCIaims.t}{t Browse |

Reporting Date |12I='-1 F2003 j current date +- 30 days

Target File Location |C:Hh-'13,f Downloads\HCF Upload Files\EncryptedFiles, Browse |

Test File [

=0 o Il\tl;T ‘ Exit ‘

Click. to open INET

Opens the INET web =ite in & broveser.

You are now ready to go to www.mass.gov/dhcfp on the Internet and transfer the newly created
file. This can be done by the same person, or it can be done by someone else that has a user
account on the DHCFP site and permission for this type of file transfer.

Selecting the Go to INET button will launch your default Internet browser and bring you to the
DHCFP-INET home page. You can also enter the URL manually into your browser if you are
not coming from SENDS.
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Massachusetts Division
of Health Care Finance
and Policy
2 Boylston Street
BOston, MA
021164737
617 988-3100

DHCFP-INET
Login for Registered Users

The Division of Health Care Finance and Policy has created this site to faciliate
the transfer of information between the Division and the health care providers
of the Commonwealth. This is a subscription site and requires providers to
register with the Division prior to using this site.

If you are a registered user of this site, you can login now.

Enter your User ID

Enter your Password

If you are not a registered user of this site, you can find out how to register
with DHCFP by clicking here.

To Use the IMET Tutorial: click here <
To go to the Questions and Answers about DHCFP INET: click here

To go to the Division of Health Care Finance and Policy’s public web site, click
here.

If yvou hawve problems logging on, Please call the DHCFP Help Desk
at 1-800-542-7648.

Click here to view a tutorial

This is the DHCFP-INET home page. You will use the User ID and password provided by
DHCFP. Local administrators can sign-in and create User ID’s and reset passwords, but only
DHCEFP can assign the original password and authorize the use of the various web products.
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Mass./72n1» Division of Health Care Finance and Policy
DHCFP-INET
Main Menu
Massachusetts Division
of Health Care Finance
and Policy
2 Boglston Street Facility: Massachusetts Division of Health Care Citv: Boston
LBl Finance & Po ¥
021164737
617 958-3100
Facility ID: 3644 DPH #:
Welcome David Wessman. Select an option from the list below.
* Upload Files To DHCFP/Download Files From DHCFP
* Yiew/Edit Quarterly Bed Capacity Statements
* View/Edit Financial Statements
* Quarterly Statements
+ Annual Statements
W

Once you are signed in, this screen will vary based upon the products you are authorized to use.

For file transfers, select the “Upload Files To DHCFP/Download Files From DHCFP”
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Mass./701» Division of Health Care Finance and Policy

DHCFP-INET
File Transfer Menu

Massachusetts Division
of Health Care Finance

and Policy

Select “Upload Files To DHCFP” Hass. Memorial Medical Center City: Worcester

to submit files that have been 3115 DPH #: 2841

processed with SENDS. :
Select “Download Files from

DHCFP" to pick up reports
from DHCFP about your

+ upload Files to DHCFP / submissions.

+ Download Files from DHCFP

* ¥Yiew Previous Submissions

* Return to Main Menu w

Select “View Previous Submissions” to display a list
of all files transferred from your facility to DHCFP.

From this menu you can perform all the tasks related to transferring file to and from DHCFP.
Select the first item to send files to DHCFP.

Select the second item to get files and reports from DHCFP.

Select the third item to view a list of all files you have attempted to send to DHCFP. The list

will tell you if the files were received okay or if they failed for some reason. Files are listed in
date order so this is a quick way to see check on a transfer without calling the helpdesk.
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DHCFP-INET File Transfer
Transmit Files to DHCFP

Massachusetts Division Facility: UMass. Memorial Medical Center City: Worcester
of Health Care Finance
and Policy T ) ;
I eI e ey e Facility ID: 3115 DPH #: 2841
Boston, MA ) X X ) X
021164737 This page is used to transmit files to DHCFP, Please select a submission type
e from the listhox below, and enter the reporting period and file name (including

the full path to the file) in the spaces provided. ¥ou may use the browse
button to locate the file on your system. “When all the information has been
entered, click the submit button to transfer the file to DHCFP,

Submission

CHCUCF Claims - MAY Format v
Type:

CHC LICP Claims - MAS Format
Submission |Emergency Department Data
Date: Hospital Inpatient Discharge Data
HDSltaI Outpatient Observation Data
tal | - |IBA2 Format
UCP Free Care Applications

m SUBMIT TO DHCFP

File Name: |[ Browse.. |

This is similar to the SENDS screen.

Select the file Submission Type.
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DHCFP-INET File Transfer
Transmit Files to DHCFP

Massachusetts Division Facility: UMass. Memorial Medical Center City: Worcester
of Health Care Finance
and Policy T . .
[T ey Facility ID: 3115 DPH #: 2841
Boston, MA A ) ) o
021164737 This page is used to transmit files to DHCFP. Please select a submission type
AR R L fram the listbox below, and enter the reporting period and file name (including

the full path to the file) in the spaces provided. You may use the browse
button to locate the file on your system. When all the information has been
entered, click the submit button to transfer the file to DHCFR,

Submission [y cpital UCP Claims - UBS2 Farmat |

Type:

Submissi

Date: Pop-up calendar

File Name: | |[ Erowse.. |

m SUBMIT TO DHCFP

£

Enter the Submission Date (same as Reporting Period used in SENDS).

This is the calendar that will pop-up if you click the icon next
to the date field on the screen. Use the arrow key to change

months forward or back, then double click on the date number.
This will fill in the Submission Date with the date selected.

1 2| 2| 4| 2| 6| 7

8| 3] 10j11112]15) 14|  You can always just type the date directly into the field.

1o 16| 17 18|19| 20| 21

22| 23| 24| 20|26 27| 28

29030 31| 1| 2| 2| 4
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eBack M | \ﬂ |§| ol P ! Search ‘i:/ Fawarites wl\’ledia 63 A Q] - J ﬁ Links @
MESS.:‘.-- i 1’ Division of Health CTare Finance and FPollcy
DHCFP-INET File Transfer
Transmit Files to DHCFP
Massachusetts Division Facility: UMass. Memorial Medical Center City: Worcester
of Health Care Finance
and Policy . . .
It ey Facility ID: 3115 DPH #: 2841
Boston, MA
021164737 This page is used to transmit files to DHCFP. Please select a submission type
R from the listbox below, and enter the reporting period and file name {including
the full path to the file) in the spaces provided. ¥ou may use the browse
button to locate the file on your system. When all the information has been
entered, click the submit button to transfer the file to DHCFP.
LA T Ermergency Departrment Data V|
Type:
Submissi
Period: . Year: __ ¥| Quarter:
. . 2001
File Mame: 2002 | |[ Browse... |
|
o
This screen shows a different submission type that requires a year and quarter.
File Edit W¥iew Fawarites Tools Help .','

@Back M > \i-l |EL| ;\J /.._\JSearch ‘»E?'\?Favorites -@Media @3
viass./ fov

Massachusetts Division
of Health Care Finance
and Policy
2 Boylston Stresat
Boston, MA
021164737
617 988-3100

Dilwvision of Health Care Finance and Policy

'H,;—_il'_]ﬁ »Links»@

Y

Bl

DHCFP-INET File Transfer
Transmit Files to DHCFP

Facility: UMass. Memorial Medical Center City: Worcester

Facility ID: 3115 DPH #: 2841

This page is used to transmit files to DHCFP. Please select a submission type
from the listbox below, and enter the reporting pericd and file name (including
the full path to the file) in the spaces provided. ¥You may use the browse
button to locate the file on your system. When all the information has been
entered, click the submit button to transfer the file to DHCFP.

Submission
Type:

Submission
Period: year: 2003 + Quarter: v

| 1=t Qluaner

|Emergency Department Data b

File Name:

Again, select the quarter if applicable. The submission type selected will determine what date
information you must provide. The screens will display the necessary fields.
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DHCFP-INET File Transfer
Transmit Files to DHCFP

Massachusetts Division Facility: UMass. Memaorial Medical Center City: Worcester
of Health Care Finance
and Policy e ) )
B eIl e Facility ID: 3115 DPH #: 2841
Boston, MA . ) ) o
021164737 This page is used to transmit files to DHCFP. Please select a submission type
61T 9883100 fram the listbox below, and enter the reporting period and file name (including

the full path to the file) in the spaces provided. You may use the browse
button to locate the file on your system. ‘When all the information has been
entered, click the submit button to transfer the file to DHCFP,

Submlsslon |\ [0 el UCP Claims - UE32 Format [}
Type:
Submission

Date: 124472003 | T

File Name: Chkdy Downloads\HCF Uplaad Files\EncryptedFilesy L ErDwse.

m SUBMIT TO DHCFP

Enter the submission file name, including the full path or use the Browse button to locate and
enter the information. We recommend using the Browse to eliminate typing errors.

The file and name used here is the one that was created by the SENDS program. If the file name
does not match the submission type, Org ID, and reporting period an error message will be
displayed. You must correct the problem and try again. If problem persists, call the DHCFP
helpdesk for assistance.
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DHCFP-INET File Transfer E:
Previous Submissions

Massachusetts Division
of Health Care Finance
and Policy
2 Boylston Street Facility: Anna Jaques Hospital City: Newburyport

Boston, MA
021164737

AT Facility ID: 1 DPH #: 2006

The table below shows all file uploads received from Anna Jagues Hospital in the
last 30 days. When you are finished viewing the list, click the 'Close' button to
return to the previous page.

File N Submit submitt Bytes Transfer
fle Name Date ubmitter Transferred Succeeded

HDD 1 2003 4 1enc ;zg’rlgf:ﬁﬂ sﬁaﬁ;};g 331144 Yes
EE;_I_EEIDB_IEDQ_I.enc ;lzzzfgﬁjngzlx,q Betty Preisner 2 I Yes
D04 1 2003 4 1.enc ézuffgnﬁq sgaﬁ;ig 21072 Yes
Egi_1 2003 1208 Lenc ;2;?523%31\;1 MESE:I - T Yes v

This screen shows the previous submissions from your facility to DHCFP. The most recent file
received will be listed first. This makes it easy to quickly confirm if a submission has been
made, when it was sent, the file size and if it was completed successful or failed. The success or
failure is only that the file was received and does not reflect the validity of its contents.
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Facility: Anna Jaques Hospital City: Newburyport

Facility ID: 1 DPH #: 2006

You may have reports pending that you have not yet downloaded and reviewed. You will not receive
mailed or other notice regarding these reports; you must download them from this page. If the "Download
Date" and "Transfer Successful' columns for a particular report are blank, this indicates that the report has
not yet been downloaded. If the "Transfer Successful' column is marked "Mo", this indicates that there
have been one or more previous attempts to download the report, but none have been successful,

To download a report, click on the report name. Reviewed reports will be deleted from the system after 30
days.

R N D inti Download § Transfer
< ame escription Date Successful

24,2003
E_UCP-FCA_1_2003_0613_1.enc 10:01:11 Yes
A

E_UCP-FCA_1_2003_0711_1.enc

711020035

B_UCP-FCA_1_2003_0625_1.enc 1-50-30 PM

Yes

120972003

R_UCP-FCA_1_2003_0626_1.enc 1:31:58 PM ves

This screen displays a list of all submission reports that are ready and waiting to be downloaded.
These reports may be downloaded as many times as necessary. At some point they will be
removed to make room for more current submissions.

Selecting a report will begin the download process. Once the report has been downloaded, it
must be decrypted using SENDS. By restricting the use and installation of SENDS you can
control who can decrypt the reports.

Once the report has been decrypted, it can be viewed and distributed according to your internal
policies.

This screen allows you to see if a report has been downloaded and who the last person to do so
was and when.

The report names are the same as the submission file except it has a R_ (r underscore) at the
beginning.

It takes approximately 1 -2 business days to process the files, generate the reports and post them
back to the DHCFP web site.

Report files are in PDF format for ease of viewing and consistent printing results.
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Installation Instructions for
SENDS v.1

Secure Encryption and Decryption System

Please take the time to read the entire Installation Guide if you are new to SENDS.
If you experience complications with the setup, contact the Help Desk at; (800) 542-7648.

Version: 2003.09.16
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SENDS Installation Guide Iltems of Note:

1. SENDS is used for the encrypting and decrypting of data files sent to and received from the Division
of Health Care Finance and Policy’s “INET” web site.

2. Files cannot be sent to or received from this web site unless they are processed with the SENDS
software.

3. Instructions on using the software are located in the Help drop-down menu, under SENDS Help.

4. The installer must have administrator permissions for the computer this is being installed on.
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Setup Instructions

For all PCs who will be running the SENDS software to encrypt or decrypt files.

Minimum system requirements
Windows 95 and up

Pentium class PC

10 MB of available disk space

10 MB of available RAM

1.

Download the installation file from the DHCFP-INET web site. If you have obtained a CD-ROM with
the SENDS install program, insert and go to the CD drive.

The file downloaded from INET will be named Sendsinstall.exe.
The file on the CD-ROM will be named “Sendslinstall_{Org ID}.exe” (ex: Sendslinstall_123.exe)

If you are downloading the file, you must have a valid login for INET. Only INET Web Administrators
will have access to the “Download SENDS” link in the Administrative Functions section of the web
site. When you click on the link to download the software, you will be presented with a message box
that will ask if you would like to Open or Save the SENDS installation file.

Wwhiould you like to open the file or zave it to your computer?

Open |

W Always ask before opening this twpe of file

Cancel More Info

If you select Open, you will only be able to run the SENDS installation for that PC.

If you select Save, you will receive a Save As dialog box. You may then select a location to save the
file to as well as change the file name. The file name defaults to Sendsinstall.exe. This option allows
you to run the installation on multiple PCs.

Before beginning the installation, you should be logged into the PC as an Administrator.
Once you run the installation file, you will be prompted to enter a password.

Enter Pazsword
D

l_ Thiz zelf-extracting EXE iz enciypted.
Enter a paszword o unzip:

I || Cancel |
l_

The DHCFP requires this password because SENDS deals with patient level data.
This password can be obtained via the email that was originally sent to the Administrative
contact for the facility, or by calling the Help Desk at 800-542-7648.

The installation files will now be unzipped. If the installation program requires you to reboot the PC
due to out-of-date files, you must reboot the PC before continuing. After rebooting, you must run the
installation program again.

Follow the on-screen instructions by selecting a specified destination directory for SENDS and a
program group for its icon.

A progress bar will be displayed showing all destination files as they are being installed.

The SENDS setup will conclude with a message saying, “Setup was completed successfully”.

* Instructions on using the software are located in the Help drop-down menu, under SENDS Help.

3
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https://dhcfpinet.hcf.state.ma.us/

File Transfer Naming Conventions

**Please be aware that this naming convention is a technical one in nature, intended for use by
individuals with a background in software development and or coding.

Listed below is the naming convention that the SENDS software places on encrypted and compressed
files that will be uploaded to INET. Your internal naming conventions DO NOT have to adhere to
these specifications.

This is used to help further illustrate the encryption process utilized by SENDS and the Division of Health
Care Finance and Policy.

Files submitted to the Division will adhere to the following naming convention:
NNNNNNNN_######## CCYY_PPPP_V.ENC

* All report files follow the same naming convention except that they begin with “R_".

Place Holder Description

NNNNNNNN Product name or abbreviation assigned by DHCFP for the type of file you have processed with
SENDS and are submitting via INET. The maximum length is 8 characters and must be what the
Division assigns.

For example:

e UCP Free Care Applications = UCP-FCA
Hospital Discharge Data (Casemix) = HDD
Emergency Department Data = ED
Outpatient Observation Data = OOA

UCP Free Care Claims (UB92) = UCP-UB92
UCP Free Care Claims (MA9) = UCP-MA9

I Your facility’s organization number assigned by the Division. This is a number and should not be
padded with zeros. Just enter the assigned number.

CCYY The year the data submission applies to. For example:
Information for the year of 2002 would be 2002 (the full 4-digit year, no 2-digit abbreviations).

PPPP This should reflect the reporting period related to the submission.

Quarterly submissions = 1, 2, 3 or 4 (do_not include/use a leading zero)
Annual submission = Defaults to 1.

Monthly submissions = MM must be 2 digit month (01 — 12)

Weekly submissions = MMDD 2 digit month (01 — 12) and 2 digit day (01 — 31).

\% Version number used to track multiple submissions that have the same MMDD name as a
previously submitted file. This number will also be used on any return reports for this submission.

ENC This suffix will be placed on the file name by the encryption program and should not be manually
placed on the file name by the creator. Your file is now ready for transmission to the Division
using the www.mass.gov/dhcfpinet site.
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